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How to Create a Report in CalJOBS 
 
There are many reports available in CalJOBS. This Help Sheet will focus on the most 
commonly used and most useful reports that you might use. However, you are welcome 
to explore other reports as you wish, as report functionality is similar in all reports. 
 
This section describes how to run a Federal Report and a Detailed Report in CalJOBS 
step by step. 
 
Running a Federal Report: 
 

1. Navigate to the left hand side and go to Reports > Federal Reports. 

 
2. For this help sheet, we will explore the two most commonly accessed Federal 

Reports, the ETA WIOA 9090 Quarterly and the ETA WIOA 9091 Annual.  
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3. Click on ETA WIOA 9090 Quarterly, then click on the “Quarterly Summary”.  
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4. From this menu, select the appropriate date range, LWIA Region, and Office 

Location. Then click Run Report.  

 

 

5. You will have a listing of the federal quarterly summary with the performance 

items and program groups. You may click on the blue underlined values to drill 

down to the specific detail listings behind the numbers. Please keep in mind that 

the data must be uploaded to be available. You can find the date the data was 

last refreshed below the title of the report. 
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6. You may also select individual measures as opposed to a summary both for the 

9090 quarterly and 9091 annual reports. The 9090 and 9091 reports have the 

same selection criteria. In the 9091 section below, select “Annual Summary” to 

obtain the annual report. 
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Running a Detailed Report: 
 
 

1. Navigate to the left hand side and go to Reports > Detailed Reports. 
 

 

2. First, let’s focus on the most commonly used Case Management Reports: 

 

a. “Case Load” reports will give you specific information regarding 

participants in your case assignment.  

b. “Case Load – WIOA” refers to specific WIOA reports such as “Dislocated 

Worker by Dislocation Event”, “5% Enrollment Exceptions”, “Selective 

Service Candidacy”, etc. (You can also choose WIOA program under the 

Program filter, in the “Case Load” reports.) 

c. “Case Load – Non-WIOA” are generic reports and reports that correspond 

to Trade and Wagner Peyser. 
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3. Click “Case Load”. 

 

4. After clicking “Case Load”, you will have the option to view different case load 

reports. Select “Summary”. 
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5. In all CalJOBS reports you will have many “Selection Criteria” to choose from. 

“Program”, “Location” and “Case Assignment” are the most commonly used. 

Under Program, select “WIOA” and in the “Customer Group” select the program. 

Leave the “Partner Program” section as is. Your office location should 

automatically be populated, but if not, select the office you wish to filter the report 

for. Select the age, education, and finally the case manager. You may elect to 

leave all of these filters as they are, to include all participants, but most likely, you 

will select certain criteria for further filtering.  

6. Once you have selected all the criteria you desire, click “Run Report”. 
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7. Some reports ask for a date range. You have a variety of options to choose from, 

from Custom Date Ranges to pre-selected ranges. For the current fiscal year, 

select “Current Program Year”.  

 

8. You will get a detailed listing of all individuals for the criteria you selected. You 

may expand and click on the blue underlined values to get a drill down of all 

those participants.  

 

9. You may export this and all reports using the export feature which is a blue 

floppy disk with an arrow  . You will have the option to export in PDF, Excel, 

XML, and CSV.  
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10. If you want specific participant information on any report, make sure you click the 

blue underlined link before exporting to make sure those individuals are on the 

report.  

 

11. You may click “Reset Search Criteria” or “Update Search Criteria” to go back and 

change any filters necessary for your report. Otherwise you may “Select Another 

Case Load Report”. 

 

12. You may save this report to your reports by selecting “Save to My Reports” 

located at the bottom of the report. This will save your filters and criteria for easy 

access later on. Select “Save to My Reports” and enter a description for this 

report. You may choose to have the report public or to not share at all. 

Remember to save the report.  
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13.  You may access any saved reports in the “My Reports” section under “Reports”. 

 

 

14. When you click on “My Reports” in the Reports section, you will find your saved 

reports and all the public shared reports below. You may access the shared 

reports, if you have the privilege for that report.  

 


